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SUBJECT:

Table of Organization Changes in Admlnlstratlve Staffs in Divisions
of the Office of Operations Resulting from Management Staff Study.

1. Management Staff studies of the Administrative Staffs of
the Divisions of the Office of Operations were transmitted to the
Assistant Director for Operations as follows: (See Tab A)

a. Summary of Divisional Studies

: b, Foreien Documents Division
. ontact Division

2. The Assistant Director for Operations replied favorably
1o these studies as indicated by Tab B (Memoranda dated 20 October
1950 and 6 November 1950).

‘ 3. The following table of organization adjustments were
irdicated by the aforementioned Management Staff studies and are
concurred in by the Assistant Director for Operations:

a, Foreign Documents Division = Administrative Staff:
Delete: 1 Assistant Administrative Officer - GS-11 .
- Admimdse Joil hoClpe

ct
=

g —> Add: 1 Assistant Aé@#ﬁistratlve Officer - GS-11
. Contact Division - Administrative Staff:

Delete:s 1 Clerk=typist = GS-
d. Contact Division =
4dd: 1 Clerk-typist =~ - 25X1A6a

spmirm—ce

s The above changes are intra-Office in nature, do not alter
personnel ceiling or the budgetary allotment, and have the concurrence
of Classification,

5. Recommend approval.

Attachmef>s: Tab A and Tab B
Document No.
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Assistant Divector for Operations 12 Cetober 1950

Hepagenent Officer

Sumpary of Menegement Steff Studies of Administretive Steffs in the
arfice of Gperations.

2. The diesimilerity of orgsnivstion sud opevations of the
three Divisions of the Office of (perstions appesre to warvant
maintenance of three distinet Administrative Btaffs. Moreover,
the existence of two distinet communicetions gyetems ¢ coannsct
the field offices of these two divisions with their reapective
Washington beadquarters and the operational &sd geogrephic

25X1A |

STATSPEC from esch gther lend

sepayition of departwental Administvetive Steffs.

b Little or no ccordination or exchange between the
Administrative Steffs of the Office of Operstions wus evident.
Opportunity for one Btall to benefit fyom work of another Stafd
was illustrated Gurins the course of the Study,

& Staff wag in the procege of dvafting
end issuing 8 field procedure to be employed i accounting for
unvouchered funds. A similer procedure had been operative in
Contact Diviefon for scme time. The Comtect Divicion's exverie

FOIAb3b1 Rt £ield procedure would bave proved belpful to

c. The need to provide flexibility in depavtmental o
25X1A78  gagignment of administrative personnel is recognized by
Offlce of Operations, Even with
e Bodivion ol an extre position or two on this deparimental pteff,
maxiom flexibility would not be achieved. Thug fer, the posaitility
of consldering incumbents of sll departmental Aduinistrative Stafy
positions in the Office of Upsrations ss likely exchange esndidaten
bes not been fully explored mnd the internel operstions end procedures
of the Adminiatretive Steffe, Office of Gperations, beve not been
covrdinated to facilitate this concept.

25X1A7a 25X1A7a

FOIAb3b1 | s

25X1A7a

4. 7be acute persomnel recruitment and morale problems of
Forelgn Documents Division, Office of Operations, require the
personal attention of the Personnel Director and the Chief of the
Admindstrative Staff, CIA, to develap nev recruiting aress snd to
effect Job satisfection within Poreign Documente Division, Office
of Cperations.
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' ~ strative Staffs considersbly iwé .

' W‘; Administrative ntaffs, proved caﬁg
' fmm gor effectins the desived sction, &ac
mmmm toplication of effort betwesn the field and beed

| £. Gensrslly sisinistretive procedures mﬁnumaw

nd officiently-sdainistersd. Some misor am.urmmm vere

{8} Te elimimatiom or simplification of a;gmmd,
record-kseping end other pre . prescribed gﬂ
R cortives ensaating Trom the Agency Mministrative
gStare, particularly for field transactioss, vould .
M Boyeover, provision of Mmﬁﬁj mm
bedeet allotsent by field offices would fac
cperations.

on "
ce of Opersticns, However, 2 |
Mmisiatrative Bafts, Ol etions field sctivities should
the chATRcitr O & that commmication factiities ghould be
tablishments of the Cantact
5 should be imte;reted, then
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b. The operations of the three Divisionsl Adsinistrative
Staffs be nore closely coordinated by periodic staff meetings,
cirevlation of intermal ilssumnces and other coordinsting devices.
This would facilitete cperetions of the separste Administrative
Staffs snd would schieve the uniformity of operstions reguired
for deparimental-Tield exchean:e of personnel.

e. Esch sctivity coocernin: field sctivities be smalysed
to deteruine 1f strict chanpelisation of field sction throwh
Separtusental Adninistrative Ztaffs is veguired.

4. The sasistance of the Chief, Administrstlve Btaff, CIA,
snd the Chief, Special Support Staff, the Fudget [Mficer snd
Persoonel Director be solicited, as sppropriste, to facilitate
oparetions snd to reduce the clericel workload of the Adwminis-
trative Stafly, Office of Uperations.

{Bote: The Mepmcement Staff will render such sssistance &8 mey

be regquanted. )

®. A» procedural simplifications sre schleved throwh
mchine records sud other menns, the tables of orjmnisation
be periodicslly reviewed with the imtent of resssipning
pesitions in the Administrative Staffs to other se ments of
the Office of Operations.

25X1A%9a

ee: Uhief, COAPS /
Ferponnel Director
Chlel, Administrative Staff
Chisf, Specis) Support Staff
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